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` Create a Table, Insert Column, Row and Cell, Delete Column, Row and Cell 
Split a Table, Merge and Split Cells, Sort Table, Sort One Column, 
Convert Text into Table and Table into Text, Fix Column Headings 
Modify Column Width/Row Height, Format Table Automatically 
Modify Lines in a Table, Adding up a Column/Row (by AutoSum tool) 
la] Setting of Tabs 
Set Tab using Mouse and Menubar, Set Tab with Leader, To Manage Tabs 
Indentation of Paragraphs 
Set Indent using Mouse and Menubar, Text in Left Margin, Hanging Indent 
lal Apply a Border to a Page 
la] Exercises 
la] Copy Data into Adjacent Cells 
‘al Copy and Move Cells, Calculate Simple Statistics 
Setting a Condition, Calculation with Dates 
la) Insert Rows and Columns 
` Delete Rows and Columns, Modify the Width of Column/Height of Row, Insert 
and Delete Cells 
la] Formatting of Table 
Apply an Automatic & Custom Format, Formatting Numerical Values, Date 
“^ Orientation of Text, Aligning Cell Contents Horizontal & Vertically 
= Change Text Colour, Drawing Borders around Cells, Colouring & Shading Cells 
~™ Merge and Replace the Contents of Cells 
a] Sort Data in Table 
` Simple Sorting, Sorting by Several Criteria 
la] Working on Several Sheets at Once 
la] Exercises 
3: IAS ACCESS eine EE eSEE OEE ERNER ANSET 39 
fa] Start and Leave Access, Managing the Toolbar 
l] To Create a Template for Report or Form, Export a Report or Form 
- Modify the Format, Customise an AutoFormat 
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MS Word 


Table 


Tables are used to display text in rows and columns. Tables can help you organise and present 
large amounts of information so that it is easy to read and understand. They can also enhance the 


overall look of your document. 


Tables consist of rows (horizontal) and columns (vertical). Each “box” in the table is called a cell. 


To Insert a Table 


There are several ways to do this 


1st — Position the insertion point where you want to insert the table. 
2nd — Select Insert Table from Table menu. 
3rd — Specify the Number of Columns andthe Number of Rows. MIZI 4 
: Number ofcoumns: = [FE] [ed 
The columns in Word tables correspond to columns of text ie Bi e~a -i | 
(or numbers, drawing...) and the rows, to rows of cells and Cema wh: ne) a 
Table format: (none) 
not to lines of text. | 


Let Word decide the width of each column by choosing Auto 
in the Column width box, or enter your own value. The choice Auto makes the columns as 


wide as possible given their number and the space available. Press Enter. 


The table takes up the entire width of the page. 


@ A table can contain a maximum of 63 columns. 


"© A table can also be inserted using the ES 
„button. 


w 
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6 
1st — If necessary, display the Tables and borders toolbar. 
2nd— Check that the J | tool is active (click it 
to activate it). The mouse pointer takes 
the shape of a pencil. 
3rd — Choose a style, thickness and colour for 
the outline of the table. 
4th — Drag to draw the table. Or after drawing 
outline select Split Cells by right clicking and give number of columns and rows to create. 
5th — If you wish, choose a different style, thickness and/or colour for your lines, then draw 


in rows and columns. Click _#| again. 


‘@ = The advantage of this technique is that you can decide the height of the rows, the 


width of the columns, and the type of lines used. 


Inserting a Column 

1st — Place the insertion point in the column to the left of the position where you are 
going to insert the new one. To insert a new column at the end of a table, click 
just after the line to the right of the last column. 

2nd — Select the column containing the inser- 
tion point, even if it is the non-existent 
one after the last column of the table. 

3rd — Select Insert Columns from Table 
menu. Or Click on the '#'| button on 
the toolbar. 
The new column is added. It has the 


characteristics of the one you selected, 


or of the column which used to be the 


last one. 
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Inserting a Row 


Before an Existing Row 


1st — Select the row just under the position 


where you are going to insert the new one. 


i oa oo L a 
ET jE a 
SKIK CY EKA CHUENE MES MIKSE (EILD KEZI) SE CHEKE 


2nd — Select Insert Rows from Table menu. 


Or Click on the 3e| button on the toolbar. 


3rd — The new row adopts the characteris- 


tics of the one you selected. 
At the bottom of the Table 
Click inside the last cell of the table and press tab. 
Inserting Cells | 


ist — Select the cells which come.after the 
position where you are going to insert 


the new ones. 


2nd — Select Insert Cells from Table menu. 


Word proposes two different ways of 


moving the selected cells to make 


room for the insertion. You also have the option of inserting a row or a column. 


3rd — Decide what to do with the selected cells and press Enter or click on OK button. 


Deleting Rows/Columns/Cells 


Rows and/or Columns 


ist — Select the rows/columns you want deleted. 

2nd — Select Delete Rows or Delete Columns from Table menu. 
Cells 

1st — Select the cells to be deleted. Select Delete Cells under Table menu. 
2nd — Decide what should happen to the remaining cells. You can also 


choose to delete the whole row or column and press Enter. 
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Splitting a Table in Two 


1st — Place the insertion point in the row 
below the point where you are going 


to split the table. 


2nd — Select Split Table under Table menu. 


Your table splits into two tables 


separated by a paragraph. 


Hame Tiem | Query Price iij. Ocot «Payment Amont Not 
S | ge i poo ae Amanat 
BC 1923, Shalimar |073 | 20 76 a0 ER Cmpa D 4755 
Bagh, Dehi. | aana 
OFF B67. Bapa | O16 tis 5 79623 a Cash TZI T5 
k Nagar, 
S i || | E 
me e ws | 150 [3 Giz kia Cash izim wmm 
Deihi. 1 
Py GHY €15, Vishal 082 ia 75 70245 1 Cash RD s 
i- L Enci. PE aka 


Merging Cells 


1st — It is possible to transform several 


cells into a single cell for this select 


the cells you wish to merge. 


2nd — Select Merge Cells from Table 


[Rame |Add. [iom | Quantity | Price TEM jio. | Discount = Payment «= Amount Net 
if | Code | an, eae | Mode Amaat 
ora lag 5 i20 IR Cheqa mo une 
| | 
DEF B-67,Bapa |046 |15 [= wee "Gen 275 AD 
Nagar, 
Mambai | B | | | L 7 


menu or click on {| button. | 


Merge Cells using Mouse 
1st — Click the a| button. The mouse pointer 
takes the shape of an eraser. j ee ERS ran 
re GENE 6 E O EES Ge 
2nd — Erase the line which separates the cells 


you wish to merge. 


3rd— Click Q| again to deactivate it. 
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Splitting Cells 


This is the opposite of merging: one cell is split into two or more. 


Ist — Select the cell(s) you wish to split. 
2nd— Select Split Cells from Table menu or press {| button on the toolbar. 
3rd — lf word should first merge all the selected cells into one and then divide 


the resulting cell into rows and columns, activate Merge Cells before Split. If 
the option is not active, each cell in the 
selection will be divided into rows 


and/or columns. 


4th — Give the Number of Columns and/or 


the Number of Rows you wish to 


create and press Enter. 


Table after spliting cells. 


Quentry | Price | Bill_Mo. 


a al om 2 16 12700 c= i 3200.00 475 
DEF =. we be = w5 |A ka 73 oe 
Sorting a Table 
ist — Click inside the table which needs sorting. 
2nd — Select Sort from Table menu. Note that you can sort by up to three different criteria. 


For each of these : 


— Select the number of the column in the Sort by 
box, 


— Indicate what Type of data the column contains, 
— Choose whether the data should be sorted in 


44 Ascending or 3s Descending order. 


3rd — In the My list has frame, click Yes to exclude the first 


row from sorting, or No if it is to be sorted like any other. When all the criteria have been 


defined, enter. 
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"7 If you are not satisfied with the new order of the data, use the alk ene 
restore the original order. 
Sort One Column of a Table 


1st — Select the column to be sorted. Select Sort from Table 


menu. Confirm Column in the first Sort by box. 


2nd — Click the Options button. 
3rd — Activate Sort Column options in the Sort Option box. 
4th — Enter twice or click on OK buttons. 


Convert Text into a Table 


You can transform columns of text separated by tabs, commas etc. into a table. 


1st — Select the text. 

2nd — Select Convert Text To Table from 
Table menu. 

3rd — Confirm by OK. 


Anew column is produced at each tab 


character. A new row is produced at 


each end of paragraph or line break 


a saa aa 
S dadaas 


character. 


MS Word Tl 


Convert Table into a Text 


Ist — Select the table. Then click on Convert 
Table to Text from Table menu. 


2nd — Select the option by which you want 
to separate the text, then click on OK 


button. 


Table after converting into text. 


Fixing Column Headings 


If the table takes up several pages, this technique allows the column headings to be printed at the 


top of each page. 


1st — Select the rows containing the 
headings. 
2nd — Select Headings from Table menu. 


5 as takes 


Modifying Column Width/Row Height 


One Column/Row 


1st — Point the line at the right of the column you wish to modify, or point the marker 


representing the row on the ruler. 


12 


2nd — 


3rd — 
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When the mouse pointer is correctly 
Positioned it takes the «j+ form. 


Drag to increase or decrease the size 
of the column/row. 


Depending on how you drag, you 
obtain different results : 


Mouse alone to modify the width of the particular column and piace 
by changing the width of the column on the right. 


With Shift to modify the width of the particular column without adjusting any 
others. The overall width of the table is affected. 

With to modify the width of the particular column and adjust all the 

Ctrl+Shift columns to the right, to preserve the overall width of the table. 


To modify the height of row, drag 
the horizontal line beneath the row. 


While you are dragging, the mouse 


pointer looks like this =. 


‘@ if you hold down the Alt key as |: 
you drag, the dimensions of the column/row appear on the ruler. 


Several Columns/Rows 


1st — 


2nd — 


3rd — 


Select the columns, or rows: they will all be given the same WEEE 
o w G] 
new width/height. j 


Select Cell Height and Width from Table menu. Activate the | 
Column or Row tab. Word displays the columns or rows to be modified. 


Enter the new width of the columns (Width of Columns...) 
Or 


In the Height of Rows list, choose between : 

Auto To let Word decide the height. 

At least To define a minimum height. 

Exactly To define a fixed height. 

To adapt the width of the columns to their contents, click the 
AutoFit button. 


4th — 


Sth — 
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If you have activated At least or Exactly, enter the height in the At box. 


If the Next Column/Previous Column or the Next Row/Previous Rows also needs 
modifying click the appropriate button to continue the process. When you have 
finished, press the Enter key or click the OK button. 


Standard Width/Height 


1st — 


2nd — 


Select the rows or columns to 
which you want to give the same 
height/width. 


Select x| Distribute Rows Evenly 


or FH| Distribute Columns Evenly 
under Table pull down menu. Standardising the height/width of selected 
s 


rows/columns does not effect the overall size of the table. 


Format a Table Automatically 


ist — 


2nd — 


3rd — 


4th — 


Click inside the table you wish to format. et my 
Select Table AutoFormat from Table menu. Or click | 
on É] button on the toolbar. | 
In the Formats list, choose the look closest to what P gue Foe i 
you have in mind: check by looking at Preview. Enon fem 


If you wish, choose from the Formats to Apply, and 
indicate what they should apply to (under Apply Special Formats to). Press Enter. 


Modifying Lines in a Table 


1st — 


2nd — 


3rd — 


Select the cells concerned, or the whole 


KE -|u 2 f 
table. Jea ENA suwuna 


If necessary, display the Table and 


Borders toolbar and click on Eh 


button. 


Add borders as you require. 
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Position of a Table on the Page 


Ist — Click inside the table. 

2nd— Select Cell height and Width from Table menu. 
3rd — If necessary, activate the Row tab. 

4th — 


table. 


tŒ The Indent from left option in this dialog box enables 


In the Alignment group, choose the position you want for the 
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Cell Height and Width 


you to indent selected rows from the left margin by the number of centimeters 


you indicate in the box provided. 


Adding up a Column/Row 


1st — If necessary, display the Table and 


Borders toolbar. 


2nd — Click the cell where you want to 


display the result. 


3rd — Click =| AutoSum tool. 


By default, Word adds the cells above 


the result cell. 


[Ce Ex Yon ert ramet Tot Table window tele 


Peuleneiwa sl PELLICE males | 
[mea -10 aranjeun ERR O- 7-4- 
TECE BES 1 teen aes 5, 


EE -a 
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Setting a Tab 
Tab Setting Using Mouse 


Here are the difforent types of tab, and the effects 


they produce. 
Tab stops with the left alignment 
Taxt aligned 
With the fimt charactar 
Tab stopa with centre akgrment 
Text aligned 
Around a central point 
Tab stop with right alignment 
Text afigned 
‘With the last character 
Decimal (ag stop 
Decimal paint signed with tab 
1st — Select the paragraphs concerned, or position the insertion point inside the paragraph. 
2nd — Activate the type of tab required, by clicking once or several times on the button 


to the left of the ruler : 
© Left Tab i Centre Tab 
a Right Tab a Decimal Tab 


3rd — Click the mark on the ruler corresponding to the position you intend for the tab. The tab 


stop appears on the ruler. 
Tab Setting Using Menubar 
ist — Select Tabs from Format menu. 


2nd — For each tab you wish to set : 
— Enter the position in Tab stop position. 
— Choose the Alignment. 
— Define the Leader line. 
— Click the Set button. 


Each tab stop you set in this way appears in the list of 


existing tabs. 


3rd — When all the tab stops are set, click OK. T he tab stops are displayed on the ruler. 


‘@ By this menu, you can change the position of Default Tab Stops (originally 
set every 1.27 cm). 


16 
front of it. 
Tabs dialog box from the Format menu. 
Set Tab with Leader 
1st — Select the paragraphs in which you 
want to insert leader characters before 
a tab stop. 
2nd — On the Format menu, click Tabs. 
3rd — In the Tab stop position box, type the 
position for a new tab, or select an 
existing tab stop to which you want to 
add leader characters. 
4th — 
5th — 
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i d 
‘© When you set a personal tab, Word deletes any default tab stops situate 


; ick i i the 
Once a personal tab is displayed on the ruler, just double-click it to activate 


MICROSOFT WORD 


MICROSOFT EXCEL 
MICROSOFT ACCESS 
MICROSOFT POWER POINT 
INTERNET 


MULTIMEDIA 


Under Alignment, select the alignment for text typed at the tab stop. 


Under Leader, click the leader option you want, and then click Set. 


Managing Existing Tabs 


1st — 


2nd — 


To move a tab stop, drag its marker to 


a new position. 


To delete a tab stop, drag its marker 
right off the ruler. As soon as the marker 
has crossed the top or bottom line of 


the ruler, it disappears. 


@ |f you need to cancel all your personal tabs, the 
quickest way is to go into the Tabs dialog box, 


and activate the Clear 


button. 


= i 


Tab stop with right alignment 
i Tort aligned 
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Indentation of Paragraphs 


These examples show the effect of the four types of indent proposed on the presentation of paragraphs. 


Mictosott Word - Indents doc E7 


Tables are used to display text in a rows and columns. Tables can 

help you organize and present large amounts of information so that it Right 
is easy to read and understand, They can also enhance the overall Ind 
look of your document. Tables consist of rows (horizontal) and ndent 
columns (vertical). Each "box" in the table is called a cell 


There are several ways to do this. Position the point where you want to insert 
the table. Select Insert Table from Table menu. Specify the Number of Columns and 
the Number of Rows. The columns in Word tables correspond to columns of text (or 
numbers, drawing...) and the rows to rows of cells and not to lines of text 


Let Word decide the width of each column by choosing Aute in the Column width box, 
or enter your own value. The choice Aute makes the columns as wide as 
possible given the number and the space available. Enter. The table takes up 
the entire width of the page. A table can contain a maximurn of 63 columns. A 
table can also be inserted using the button. 


Set Indent using Mouse 


ist — Select the paragraphs concerned, or place the insertion point in the paragraph. On the 


ruler there are four indentation markers, corresponding to the four types of indent : 


First Line 
Indent Hanging Indent 


Left Right 
Indent Indent 
2nd — Drag the markers to the required position. While the mouse button is held down, you 


see a vertical line; as soon as you release it, the indent you have defined is taken into 


account. 


‘@ if you move the left indent marker, the first line indent markers move as well. 


© You can also use the ‘| and Ed buttons to move the left indent to the next tab 
stop, or the preceding are. 
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Set Indent from Menubar 


1st — If the text is already entered, select it. 


2nd— Select Indents and Spacing tab under submenu Paragraph of Format menu. Or 


double-click one of the four indentation markers. 


3rd — In this dialog box, Indentation offers the choice 
between Left, Right and fist line indentation 
(available in the Special box). 


4th — Enter the value of the indent, in whatever unit of 
measurement you prefer. To obtain a negative 


indent, take the choice Hanging in the Special list. 


5th — Press Enter or click on OK button. 


‘@ By default, the text boxes propose values in 


centimeters. If you prefer to use another unit 
of measurement, enter a value followed by: pt for points, “ for inches, cm for 
centimeters, pi for picas. 


*® To change the unit by default, go into Tools - Options - General tab and 
choose the Measurement units you require. The ruler of the active document 
appears in the unit you have specified. 


"If you wish, activate Tab and backspace set left indent under the Edit tab of 
the Tools - Options dialog box. 


‘Once this option is active, use the tab key to increase the indent from the left, or 


use backspace key to decrease it. 


Entering Text in the Left Margin 
You can put paragraphs in the left margin without modifying the document's margins. 
1st — Select the text if it is already entered. 


2nd — Drag the left Indent marker to the 


left. Note that it is impossible to make 


Tables are used to display text in a rows and columns Tables 
; iomain so thet ean 1 fend ard uote tae 
. . i : ó 
a negative indentation greater than the |: cana oi rona tuo on coun rc Ea Neds 

is caled a c 


width of the left margin. 
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Creating a Hanging Indent of the First Line 


A hanging indent of the first line is useful for the type of presentation shown in the figure. 


Ist — If the text is already entered, select it, 
otherwise place the insertion point 


where you require this style of 


minimum value of line spacing (anter the valua in Ar 
) 


presentation. 


the value remana fied Word cannot ater t 
£ . rene be nize of the characters (enter the value 
2nd — On the ruler, move the hanging indent ù 


pach ina is spaced according to ts tallest character T 


of the first line marker towards the right. 


*@ You can use the Paragraph option in the Format menu to obtain the same 


effect. Choose Hanging in the Special list, and enter the value in the By box. 


Applying a Border to a Page 


1st — Position the insertion point in the section concerned. 
2nd — Select Page Border tab from submenu Borders and Shading of Format menu. 
3rd — Under Settings, choose the type of border you 


require. The Custom option applies a different style 


of border to each side of the page. 


4th — Choose the Style and Colour of the border, or if 


you prefer, choose a pattern from the Art list. 


5th — If necessary, modify the Width of the border. 
6th — In the Apply to list, choose the part of the 
document to which you want to apply the border. Click OK. LEEA pea ope year pe 


jOsW@ar isad o.o- ee ans 
| Nara © Mabvetica sz. / Upuan) 


Your document will look like this as shown in figure. „sel 
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Exercises 
(Consult the text book where needed) 


Make your class time table in the form of a table. Colour the border and inside lines differently. 


Open or create a file which has atleast 3 paragraphs of text. 

a) Apply aleft indent anda right indent to the entire first paragraph. 
b) Apply a first line indent to the second paragraph. 

c) Apply a hanging indent to the third paragraph. 


— EO 


MS Excel 


Copying Data into Adjacent Cells 
Ist — Activate the cell you want to copy. 


2nd — Point to its fill handle. The fill handle 
is the small + dark square in the right- 
hand corner of the cell. Notice the 


change in the mouse pointer's shape. 


3rd — Drag the fill handle to the last 
destination cell. The cell over which 
you drag are enclosed inside a 
hatched border. 


4th — When you reach the last cell, release 


the mouse button. 


Copying and Moving Cells 


N Microsoft Excel - Book3_xls 
JE tie Edt yew Insert Pomat Took pata window Heb 
[De ESAY sreg- aee. 


| ara + 10 -|B 7z u| wwe x 


+ +|o Ala @ Favortes ~ | go ~ | FF} D:\CIS-7\Excel 97\Book 
Comic Strip Asterix in Britain 


3 eel: -namei 


+ 10 iF UjEe alex, Ba) eR) 


A Ean a 
st book (Comic Strip Asterix in Britain 


[12 [2nd book Comic Strip Tintin in England arpas 
|3 [3rd book Comic Strip Father Chrismas = oe 


EE 3rd book Comic a Father Chrismas 


These methods are intended for moving data or copying into nonadjacent cells. 


First Method 


This method is useful when the source cells and the destination cells are visible on the screen at the same 


time. 
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ist — Select the source cells. 

2nd — Point to the edge of the selected 
range. The mouse pointer takes the 
form of an arrow. Be careful not to 
point to the fill handle. 

3rd — If you are copying, Press the Ctrl key 
and, without releasing it, drag the cells 
to their destination. When you are 
copying, a plus sign appears to the 
right of the mouse pointer. 

4th — Release first the mouse button, then 
the Ctrl key, if you have been using it. 

5th — 

Second Method 

1st — Select the source cells. If you are 
copying the cells, then select 
Copy from Edit menu or click on 
{| button on the Standard toolbar. 
Or press Ctrl+C keys together. 

2nd — If you are moving the cells, then 


c select Cut from Edit menu or click 
on g button on the Standard 
toolbar. Or press Ctrl+X keys 
together. 


The selected cells are surrounded by 


a flashing border. 
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If the cells are being moved, just drag the cells to their new position. 


\ Microsoft Excel - Book3_xls 


[ein oe fe we 
BSA |sRBadlo-a- ry Em oh nes 
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3rd — Activate the first cell of the destina- 


Tools Qeta idon Help 


ar TIE CEOE 1B) - 


|» 7 ule weaBlex, salsele-8- 


are being copied or moved you should Eaman a a ae ane 


tion range. Even when several cells 


only activate one destination cell. = EDN im ston i i Bw ; ETT 


[33rd book !Comic Sirip Father Chrismas} 
L.4.]4th book {Shon Stories Saki : 
LS|5th book ‘Novels Jane Eyre 
16 |6th book !Novels The Choir 
LZ_J7th book ‘Novels Hard Times 

|B ]Bih book tNovels Mill on the Floss ! 
[ 9 |91h book YAutobiograph Margaret thatcher | 
1.99.]10th book "Autobiograph Testarent.of Youtt 
111) a 


toolbar. Or press Ctrl+V keys together. 


select Paste from Edit menu or click 


on B) button on the Standard 


Calculating Simple Statistics 
Use one of the following common functions: 
=Max() to extract the maximum value. 


=Average() to calculate the average value of 
a set of cells. 


=Min() to extract the minimum value. 


The cells concerned should appear between 
parentheses in the function. 


Setting a Condition 
1st — Activate the cell where you want to display the result. 


2nd — Enter your condition, taking care to 
follow the syntax : 
=IF(condition,action if TRUE,action if 
FALSE) 


For example: 
IF(H2<=300, "Fail", IF(H2>=300, "Pass") 


If the value in the cell H2 is greater than or equal to 300, the text “Pass” appears in 


the cell; if it is less, the text "Fail" appears. 


@ A variety of actions can be performed in a conditional expression: 


Display a number enter the number, 


Display a text enter the text between quotation marks, 
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Display the result of a enter the calculation formula, 


calculation 

Display the contents point to the cell, 
of a cell 

Display a zero enter nothing, 
No display type”. 


‘© For conditions, several operators are available: 


> greater than < less than «> different from 


>= greater than orequalto <= less than or equal to. 


@ You can set multiple conditions, linking them with the operators AND and/or OR: 


=IF(AND(cond1 ,cond2,..condn),action to be carried out if all the conditions are 
satisfied, action to be carried out if any condition is not satisfied). 


=IF(OR(cond1 ,cond2,...,condn),action to be carried out if at last one condition is 
satisfied, action to be carried out if no condition is satisfied). 


Calculating with Dates 


If you are calculating in days, proceed as for other calculations, since any date entered is treated as a 


number of days. 


To add a number of months to a start date, use the following syntax: 
=DATE(YEAR(start_date), MONTH(start_date)+period_in_months, Day(start_date)) 
To add a number of years, use 


=DATE(YEAR(start_date)+period_in_years, MONTH(start_date), DAY (start_date)) 


For example to calculate the date two months from now, use: 


=DATE(YEAR(NOW()), MONTH(NOW())+2, DAY (NOW())) 


€ if the result of your calculations are four years ahead of what they ought to be, 
deactivate the 1904 Date System (Tools - Options - Calculation tab). 


TS + TLS, ím 
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Inserting Rows and Columns 


ist — Select the row/column before the = rosoft Excel - Result. xts 
ol 


position where you are going to insert 


the new row(s)/column(s). 


2nd — Point to the fill handle. 
Check that the mouse pointer has 
taken the shape of a + cross do 
not start until it has. 


3rd — Hold down the Shift key as you 
drag the fill handle over as many 
rows/columns as you wish to insert. — il zuma a a 
When inserting rows drag 
downwards, not upwards; for columns 


drag to the right, not the left. 


4th — Release the mouse button first, 
then the Shift key. 


While you are dragging, the position where the new columns are going to appear is 


outlined in grey. 


@ With this method, it impossible to insert new rows a! ove line 1, or columns 


before column A. 


1st — Select the row or column after the 


position where you are going to insert. 


2nd — Click on Rows or Columns 


under Insert Menu 
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Deleting Rows and Columns 


ist — Select the rows (or Columns) to 
be deleted. 
2nd — Point to the fill handle (the mouse 


pointer should change to a 


+ cross hair). 


3rd — Hold down the Shift key as you drag 
upwards for rows (to the left for 
columns) over the rows (or columns) 


to be deleted. 


As the fill handle is moved across the 


sheet, the selection changes colour. 


4th — Release the mouse button, then the Shift key. 


Modifying the Width of a Column/Height of a Row 


1st — Select each column to be resized to the same width (or each row to be given the same 


new height); if only one column or row is concerned, do not select it. 


2nd — Point to the vertical line on the right of 
one of the selected columns (or to the 
horizontal line under the row number) 


Notice the new appearance of the 


mouse pointer. 


E MATHS HINDI | SCIENCE | ENGLISH SUBTOTAL 
E 74 2 | 78 EN 


3rd — Drag to the size required. The new 
width (or height) is represented by a bar on the sheet and displayed in a Screen Tip. 


@ The width of a column is expressed as a number of characters, the height of a 
row as a number of points. 


Œ To save memory, use this method to create space in your sheets rather than 


inserting more rows and columns. 
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Adjusting the Width of a Column/Height of a Row 


You can adjust column widths to fit the longest value in the column, and row heights to the tallest value in 
the row. 


For column width, double-click the vertical line to the right of the column letter. 


For row height, double-click the horizontal line below the row number. 


Inserting Blank Cells 
Cells are inserted below the active cell or to its right. 


1st — Select the cell before the position where you are going to insert the new cell(s). 


2nd— Hold down the Shift key and drag 
the fill handle downwards (or to =i fol 
the right) over as many cells as 


you wish to insert. 


HNDI | SCIENCE  ENGUSH SUBTOTAL 


OR en #4 2| n m 
6&2 | nn i 67 | 75 75 
4 | 7 | 7 Ps 
1st — Select as many cells as you wish 
to insert. 
2nd — From Insert menu select Cells. 
3rd — Activate either the first or the Delete 


elete 
€ Shift cells left 
* Shift cells up 


second option to indicate what you 


want to do with the cells already in 


place. © Entire row 


© Entire column 


4th — Click Ok. 
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Deleting Cells 


1st — Select the cells to be deleted. 


2nd — Drag the fill handle upwards while 


keeping the Shift key pressed down. 


‘© The gap left by the deleted cell 
is filled by moving up the cells 
below. If you prefer to move the 
cells from right to left, use 
Edit — Delete. 


Formatting of Table 


Applying an Automatic Format to a Table 
1st — Select the table to be formatted. MEMMEN 


JS) Ble Eat Yow Insert | foma Tools Data Window Help 
DSE ERY Sc. amn | Bere sil MBean 


2nd — Select AutoFormat under lao < 8w Rs x, 823 rF 


Format menu. 


MAIHS HINDI SCIENCE ENGLISH SUBTOTAL 


3rd — Choose the most suitable format 
from the Table format list. Click OK 


~ Jan Feb Mar Total 
EEE AE 8 5 19 


or press Enter. Bae 


Mictosott Excel - Result xls 


JENS ea ew ee 
Og 


4th — Then click outside the selection. 


MS Excel 
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Customizing an AutoFormat 


ist — 
2nd — 
3rd — 


4th — 


Sth — 


Select the table to be formatted. 
Select AutoFormat from Format menu. 
Choose a format from the Table format list. 
Activate the Options button. Excel lists 
the separate items, which make up 
the AutoFormat. 

Deactivate the formats you do not want. 


Look at the Sample to see what 


effect your changes have. Press Enter. 


Formatting Numerical Values 


ist — 
2nd — 


Select the values concerned. 


Choose one of the following three formats from the Formatting toolbar : 


iJ Currency (Rs.10 000) | Percent (100 000%) , | Comma (10,000) 


‘@ To have Microsoft Excel always use Rs. as the currency symbol, change the 
currency symbol selected in the Regional Settings control panel before you 
start Microsoft Excel. 


Œ In certain cells number symbols (#) may appear when the column is not wide 


enough to display the value with the formatting applied to it. 


Œ To show more, or fewer decimal places, select the cells concerned and use the 


8| button or the +28] button. 


Formatting Dates 


1st — 


2nd — 


Select the dates to be formatted. 


Click on Cells under Format menu 


or press Ctrl + 1. 
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3rd — If neces i 
Sary activate the Number tab. no |e | Pe | tor | Putare | Paean | 


4th — Check that Date is active in the 
Category list box. 


5th — Select the format in the Type list. 


6th — Enter or click OK. asesan paana usa Tine 


Worksheet after formatting of date 


ji D:\CIS-N Excel 97\Resust ne o 


Modifying the Orientation of a Text 
1st — Select the cells concerned. 


2nd — From Format menu click on Cells 


or press Ctrl + 1. 


7 SCIENCE ENGLISH SUBTOTAL 
7 è 4 82 78 201 


3rd — If necessary, activate the Alignment tab. 


4th — In the Orientation frame, point the 
word Text and drag it to the angle you 
require. You could also enter a value 
for the angle in the Degrees box. 


Click OK. 


5th — Text will look like this after applying 


orientation. 
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6th — To position characters one under 
neath the another, click the box, in 
the Orientation frame, where the 


word Text is written vertically. 


Aligning Cell Contents Horizontally 


The horizontal alignment of a cell is calculated with reference to the width of the column, which contains it. 


1st — Select the cells concerned. 
2nd — Click one of these three buttons. 
Æ| Left alignment. Æ| Centered. Æ| Right alignment. 


To indent the text in a cell, use: 


1st — Select Alignment tab from submenu Cells under Format menu. Or press Ctrl + 1. 
2nd — inthe Indent box, give the value of 
Number Alment | Pom | Sardar | Partena") Pretecien | 
the indent from the left edge of the cell. ee a 


se f- | 
3rd — Click OK. : < 


Aligning Cell Contents Vertically 
The vertical alignment of a cell is defined with reference to the height of the row. 
1st — Select the cells concerned. 


2nd— Select Alignment tab from Cells 
submenu under Format menu 


or press Ctrl+1. 


3rd — Select an alignment from the 
Vertical list. Click OK. 
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Centering Cell Contents across Several Columns 


This method can be used to center a title over the width of whole table. 


1st — 


2nd — 


Select the cells across which the 
text should be centered. The first cell 


in the range must contain the text. 


Click on Ei] Merge and Center 


button. 


Changing the Colour of the Characters 


1st — 


2nd — 


3rd — 


Select the cells or characters 


concerned. 


Open the Aj list by clicking the 
down arrow. 

Click the colour required. The button 
displays the colour you have chosen. 
To apply the same colour to another 
text, just click the button again 


without opening the list. 


Drawing Borders around Cells 


1st — 


2nd — 


3rd — 


Select the cells concerned. 


a 


ih “om inset Fama Tools Data Yindow teip 
osa ICEA taB oT BEz % 44 
== ah E aes 


Open the Æl} list by clicking the down arrow. 


Click the border you want to apply. 
The l} tool displays the type of 
border you have chosen. 


1g 
Ose @Qy|z a o EA 
|an vu 
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4th — 


1st — 


2nd — 


3rd — 


4th — 


5th — 
6th — 


Deselect the cells to view the 


finished result. 


@ To apply the same border to 
another range of selected cells, 
simply click the button without 
opening the list. - 


lf you need coloured borders or dotted lines, you should use the second method, 


described below. 
Select the cells concerned. 
Select Border from submenu Cells under Format menu or press Ctrl+1. 


To put a border all around the edge of 
the selection, choose the Style and 
Colour, of the border then click the 


Outline button. To place a border 


along one or more edges of the 


ge Æ 
selection, choose a Style and Colour, Tessar ae an be pat tn ees ose | 
then click the buttons corresponding : [r as 


to the borders you require. 


Click the Inside button to apply the border to the edges of each individual cell in 
the selection. The buttons Ñ| and | draw diagonal lines across individual cells. 


Enter by clicking OK. 


Click outside the selection to view \ Hicioselt Excel « Results 


the finished result. 
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Colouring Cells 


ist — Select the cells that you want to colour, 

2nd — Open the @ly list by clicking the 
down arrow. 

3rd — Choose the colour. The &hltool displays 


the last colour chosen. You can apply 
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amex, 22 Fe) 


-aka 


an s 
TECELLE 
acces 


aa” 
aoG as 


the same colour to another selection simply by clicking the tool button. 


After clicking outside the screen will 


look like this. 
Shading Cells 
ist — Select the cells that you want to shade. 
2nd — Select Patterns tab from submenu Cells of Format menu. Or press Ctrl+1. 
3rd — In Color choose the colour required 


for the cell background. 


4th — Open the Pattern list and choose 
the type of shading: the pattern and 
its colour. 

5th — Click OK. 


Merging Cells 


Cells, which have been merged, become one cell. 


1st — Select the cells concerned. Only the data in the first cell of the selection (at 


the top left of the range of cells) will appear in the merged cells. 


MS Excel 


2nd — 


3rd — 


4th — 


5th — 


Click on Alignment tab of submenu 
Cell under Format menu. Or press 
Ctrl + 1. 


In the dialog box activate the 


Merge cells option. 


If necessary, specify the alignment 
that you wish to apply to the data 


in the merged cells. 


Click OK. 


The text Result is the content of Cell 
A1, but appears accross the merged 
cells B1, C1, D1, E1 and F1. 


‘ The E| button merges selec- 
ted cells (provided that they are 
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in the same row) and centers the data in the first cell across the merged cells. 


Replacing the Contents of Cells 


In a selected range of cells, you can replace a text which appears in several cells with another one. 


1st — 


2nd — 


Select the cells concerned. 


Click on Replace under Edit menu. 


3rd — 


4th — 


In the Find what box, enter the 


text you wish to replace. 


You can enter letters, numbers, punc- 


tuations marks or wildcard characters: 
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: istinguish 
? replaces one character ; * replaces several. Activate Match Case to disting 


between capital and lower case characters. 


Press Tab and enter the new text in the Replace with box. 


The replacements can be made individually using the Find Next and Replace buttons, 


or all at once using Replace All. 


Sorting Data in Table 


Simple Sorting 


1st — 


2nd — 


3rd — 


Select the table you want to sort. 


Using Tab or Shift + Tab key 
activate a cell in the column you 


want to sort by. 


Use: 


$}| To sort in ascending order. 


SSE aes 


page SE Bs) 
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%4| To sort in descending order. 


Holding the Shift key down as you 


click $}| has the same result as 


clicking the %{| button. 


Sorting by Several Criteria 


ist — 


2nd — 


3rd — 


4th — 


5th — 


6th — 


7th — 


Select the table to be sorted. 


Select Sort under Data menu. 


You can sort by up to three columns. 


Indicate the columns by which 
you want to sort. 


In a database, select the names 


of the corresponding fields. 


For each column, specify whether to 


sort in Ascending or Descending order. 


To exclude the first row of the table 


from sorting, activate Header Row. 


Click OK. 


Working on Several Sheets at Once 


Sort ki El 
Sort by 
[ems 2] © Ascending 
Descending 
Then by 
[MONTH z| © Ascending 
Descending 
Then by 
AMOUNT =| © Ascending 
Descending 
My list has - 


@ Header row {~ No header row 


When sheets are grouped together in a workgroup, anything you do to one of the sheets will be 


done in all the other sheets of the group. 


ist‘ = 


2nd — 


3rd — 


1. Make a spreadsheet containing columns of marks from your last report card. 


a) 
b) 


c) 


Select all the sheets concerned by 
holding down the Ctrl key (or the Shift 
key if they are adjacent) and clicking 


their tabs. This creates a workgroup. 


The tabs of the selected sheets 
change colour and the word Group 


appears on the title bar. 
Do the typing, formatting. .... which will 
be applied to all the sheets in the group. 


To ungroup the sheets, click a tab 


which is not part of the group. 


Exercises 


Add 3 columns to calculate maximum value (=Max()) of marks 


and minimum value (= min()) of marks. 
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Set a condition that the average of marks which is 40 or more is Pass and less than 40 marks 
is Fail. Add a column for it called Result. 


MS Access 


To Start Access 


Click the Start button, open the Program menu and click Microsoft 
Access. 


Access gives you the choice between Create a New Database 


and Open an Existing Database. 


If you are confident about creating a database on your own, click 
Blank Database, or if you prefer to be guided by an interactive 


assistant, activate Database Wizard. 


If you choose to Open an Existing Database, double-click 


its name in the list, or, if you cannot see it, click More Files. 


If you wish to start Access without creating or opening a database, 


click Cancel. 


lf a shortcut has been installed on the Windows 95 desktop, 


double-click the shortcut to start Microsoft Access. 
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Leaving Access 


Select Exit from File menu. Or click the x| button in the Se =: 


application window. Or press Alt+F4. Ao D ooo 
If Access prompts you, choose whether or not to save changes you have made to any objects which are open. 


Managing the Toolbars 


Display/Hide a Toolbar 


ist — Click on Toolbars under View menu. Or click a toolbar 
with the right mouse button. 


2nd — Click the check box in front of each toolbar name, so that 


there is a check mark by those you wish to display, and not 
by those you wish to hide. 


Œ You could also click one of the toolbars with the right mouse button then click the 
name of the bar you wish to display or hide. 


Creating a New Database 


1st — In the database window, select New Database from File menu. Or click [| icon 


on the Standard toolbar. Or press Ctrl+N. 


2nd — If you want to create the database without the help of 
a Wizard, choose the Blank Database icon; if you 
prefer to be guided by the Wizard, choose one of the 
documents in the Databases page. Click OK. 


3rd — Select the folder concerned, name the database 


then click Create. 
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Opening a Database 


ist — Select Open Database from File menu. Or click w| icon on the Standard toolbar. 
Or press Ctrl+O. By default, Access prompts you to open a database in a folder 
called My Documents in the root folder of the hard disk. 

2nd — Open the folder where the database is stored: use the 
Look in list to select another drive or to go directly to 
the root folder; use the &| button to go to the parent 
folder. Open the folder you require by double-clicking 


its icon. Or after selecting folder click on Open button. 
The extension MDB (Microsoft Data Base) may or may not be visible. 


The buttons in this box are the same as you find in the Open dialog box of any 


Window 95 application: 


2 


Opens the Favorites folder. 

Adds, to the Favorites folder, a shortcut to the current folder or the selected document. 
Displays just the names of the documents. 

Displays a detailed list (name, size, type...). 

Displays the properties of the selected document. 

Gives a preview of the selected document, where possible. 


Opens a menu allowing you to manage the presentation of the list and to 


find documents. 


3rd — Double-click the name of the document you want to open. A database window appears. 
Window's Minimize Button 
Control Menu Menu bar Toolbars Restore button 


N j Close button 


ie n boot Inds tod G = 
JOS WeRl)2 aesa 
qi -~ - 


B yi2- 


Status Bar a 
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‘7 in the File menu, you have the list of the last four databases exploited. 


‘© Whatever the active window, you can always go into the database window by 


clicking g. 


Securing a Database with a Password 


1st — In the Open dialog box, activate the Exclusive option, 


then click Open. 


2nd — Select Set Database Password from 


Security submenu of Tools menu. 


3rd — Enter the Password in the box of that name, and 
then again in the Verify box, to ensure 
against error. The characters you type are replaced 
by asterisks. Be careful about the character case 


you are using: Access differentiates between 


upper and lower case letters. Click OK. 


@ To remove a password, open the database in Exclusive mode then use the 
command Tools-Security-Unset Database Password. 


@ You can secure your database by associating permissions with each user’s 
password, to define what he/she is authorised to do. 


Closing a Database 


Select Close from File menu. Or click the x| button 


in the database window. Or press Ctrl+W. 
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The Objects in an Access Database 


Description of the Principle Objects 


A database file contains a set of objects which allow you to exploit your data. 


Table : Each table in a database contains data concerning a particular subject. 


Examples : A Clients table contains a list of the addresses of a company’s client; a 
Product table contains the list of products distributed by the company... It is the basic 


object in the database: every query, form or report has to be based on one or more tables. 


ist Query : Queries are request to extract data from one or more tables. 
Example : A query can rapidly pick out from the Clients table those clients whose address 


is in Lucknow. 


Eg] Form : This object is used to enter and modify data in a table. 
Example : A Clients form is the window provided specifically for typing data into the Clients 
table (forms can also be used to print information concerning each client). 

JE Report : A reportis used to define the way in which data from tables are presented in print, including, 


if necessary, various calculations. 


e ia Macro : This type of object is used to run a series of actions automatically. 


‘® Module objects contain procedures developed in the Visual Basic Edition Applications 
programming language. 
Managing Database Objects 
These are common techniques for managing the various objects: 


Displaying the list of objects of a : Click the corresponding tab in the database window. 

given type 

Viewing the contents of an Object : Double-click the name of the object, or click it once and then 
click Open. 

Viewing the Structure of an Object: Click the corresponding object, then click the Design button. 

(Design View) 


Creating a New Object : Click the tab corresponding to the type of object, then click 
the New button. 
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Deleting an Object Click the name of the object then press Del. 


On the following screen, you can see the list of forms created in the Powerlines database : 


‘© — To display an object's shortcut menu, point it and click with the right mouse button : the 


shortcut menu includes only those options relevant to the object. 


Changing the Display of the List of Object 
You can change the way objects listed in the database window are displayed: 

4, | Displays objects as large icons. we Displays objects as small icons. 
Sj Displays a list of object names. Li Displays a detailed list. 


The options for changing the display are in the View menu, along with the Arrange 
Icon option which sorts the list according to various criteria (name, date....). 


Saving the Design of an Object 


1st — In Design view, select Save from File menu. Or press Ctrl+S. Or click on the 
[=] button on the toolbar. 
2nd — If necessary, enter the object's name. 


@ You can save any changes in the usual way when you close the objects window. 


‘© Use the File-Save As/Export command to save the object under a different 
name, or even in a different database. 


Deleting an Object 


1st — Select the object in the database window, then press Del. 
2nd — Click Yes to confirm the deletion. 
e 


If you do not want to have to give confirmation every time you delete, go into 
Tools-Options-Edit/Find tab, and deactivate the Document Deletions option. 
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Hiding an Object 


You can prevent an object from appearing in the database window. 


ist — Select the object to be hidden. 

2nd — Select Properties.from View menu. 

3rd — Activate the Hidden option, then click OK. 

4th — To unhide an object, display all the Hidden Objects, 


by activating the option in the Options dialog box (Tools- 
Options-View tab), then deactivate Hidden in the proper- 


ties of the object concerned. 


Renaming an Object 


1st — Select the object in the database EESE: e 
window. > Se | Gowes E En CL He 
2nd — Click the object’s name once again. 


The name is selected, and the inser- 


tion point is flashing ready next to it. 


3rd — Type in the new name, and enter. 


The list is sorted automatically in 


alphabetical order. 


@® You can also click an object’s name with the right mouse button, and choose 


` 


Rename (or Edit - Rename). 


46 


Computer in Schools- 7 


Copy/Move an Object 


1st — 


2nd — 


3rd — 


4th — 


Select the object concerned. 


To copy, select Copy from Edit menu. Or click on | button on the toolbar. 
Or press Ctrl+C. 


To move, select Cut from Edit menu. Or click on 4! button on the toolbar. 


Or press Ctrl+X. The selected object is copied or transferred into an area of memory 
managed by Windows, called the Clipboard, you can copy the contents of the 
Clipboard within one application or from one application to another (always providing 


that the recipient application can manage the object you are copying). 
Go to the position where you want to copy the contents of the Clipboard. 


Select Paste from Edit menu. Or click on el button on the toolbar. Or press Ctrl+C. 


If you are copying, Access will ask you to name the copy, since two objects cannot 


have the same name. 


Exporting an Object to another Database 


1st — 


2nd — 


3rd — 


4th — 


Select the object concerned. Select Save As/Export from File menu. 


Activate To an External File or Database. Click OK. sd 


Save Form ‘Pending-Orders! —————— 
@ To an External file or Database 


© within the Current Database as | =a] 
| 


Select the destination database then click Export. 


Give the name of the object in the destination databse, 
then enter. If an object with that name already exists, 


Access asks you for confirmation before replacing it. 


Creating a Shortcut to an Object 


You can create a shortcut to an object from the Windows 95 desktop, so that the object opens straight 


away. 
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1st — Select the object concerned. Select Create Shortcut from 
Edit menu. 
2nd — If the database containing the object is not on your computer's 


hard disk, activate This Database is on the Network then 
give the path to the database. Click OK. 


Œ A double-click on the shortcut opens the database and 
the object. 


Displaying the Definition of an Object 


1st — Select Documenter under submenu Analyze of Tools menu. 

2nd — Select the object concerned by activating the corresponding check boxes. 
3rd — Click OK. A definition of the objects appears as a print preview. 

4th — Print the document, if you need to, then click the Close button. 

Table Design 

Preparing to Create a Table 


A table is a data set with a structure (design). This design has a 
basic component : the field. Each field in the table consist of a 
specific category of information (for instance, the Name field 
comprises the name of the Client; the Postcode field, his/her 


postcode...). 


The set of fields, along with the data in them, constitutes a record 


(in the Clients table, for example, each record contains the full 
set of information on one client); all the records in a table are made up of the same data (although some 


fields may be blank, if information is not available). Set of data is represented by a table made up of 
columns (the fields) and rows (the records). 

You need to design the structure of the table: the names of the fields composing it, and various properties, 
notebly the data type authorised for the field (should it contain text, numbers, a date?...) and the maximum 


number of characters allowed (the size of the field). 
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Access need to use one of the fields in the Database to uniquely identify each record. This field is known as 


the primary key (if no primary key is specified, Access creates one itself, and manages the data in it 


automatically). 


"© Although a thorough preparartion ensures the effectiveness of your table, it is possible 


to make structural changes in a table once it is created (adding or deleting a field, 
modifying properties...) 


Creating a Database Table 


1st — Display the list of tables (click the Table tab), then click the New button in the database window. 
2nd — Use the options: 
Datasheet View: To enter data into the table straight away 


without first defining a precise design. 


Design View : To define the structure of the table without 
the help of a Wizard. 


Table Wizard : To use a Wizard to define the structure of 

the table. 
Import Table : If the data or objects included in the table come from another database. 
Link Table à To create a link with a table from another database. 


3rd — If you choose Table Wizard, you start by selecting the oor ara renner g 
Sampie tables isiad below do you want touns to caste your lablo? | 


STEIN i rr e ery 
a abot a 


type of table you are going to create: Business or Personal. Ee E Ta tes 


4th — Select the example that looks most like the table you 


intend to create. 


5th — Under Sample Fields, select the fields you need in your 


table, clicking _» | after each one or click _» | to insert all the fields proposed. The selected 
fields appear in the Fields in my new table list. You can use the | «button to remove 


a field, or the |j¢@ button to remove al the fields. Click Next, to go on to the next step. 
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6th — Give the table a name. Indicate how the primary key is to 


What do gens nari to nama pour batia? 


be defined: if you choose Yes, set a primary key for 


Merch Mendes usay 4 spacia hind of ald. called 0 primary hay. 


ines sons wn tor tay ra 


me, Access automatically designates one of the fields 


eA RE 
© Ver sot o pinary hay fer ra. 


and gives it the type AutoNumber (the value of the field 
increases automatically); if you choose No, I'll set 
the primary key, then click Next and indicate the 
appropriate field yourself. Click Next. 


7th — Click Relationship if you want to define relation- 
rea ua tite te ants tence” 
ships between the table you are creating, and one aon pikorren 
or more existing tables; if not, click Next. f ; ce 
š | FEE (TT 
| giis Pereis | 
e | an [T e 
8th — When you have finished defining the structure, Œ 
tell Access what you want to do next : Modify — 7 a 
the table design or Enter data directly into | | insanrn e arosi tenar emen te ra 
the table. Click Finish. | | | 
— ~ T Display Help on mariing with he watta. | 


coms | ae | ve | CT | 


If you are not using a Wizard to design the table, you work in the 
window as shown in the figure. When the window is first 
displayed, the top part is blenk. The lower part of the window is 
for entering the properties of the selected field. The field used 


as the primary key is marked with a little key. 


Each row is going to contain the following information for a particular field: 


— The name of the field in the database (1 to 64 characters), 

— A description of the field (255 characters), 

— The type of data autorised. To select the type of data, click in the Data Type field and choose from 
the drop-down list; alternatively, enter the initial letter of the type : 


Text : Alphanumerical characters (letters and/of numbers); the size of a text field 
is, at most, 255 characters. 
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Memo Alphanumerical characters; a Memo field can be up to 65535 chaacters 
long. 
Number Numbers of with or without decimals. 
Date/Time Access checks that the dates/times you enter are valid. 
Currency All values are formated in currency (eg. Rs. 1564.99). 
AutoNumber Sequential numbers are incremented each time you enter a new record. 
Yes/No Yes or No are the only data that this field will accept. Example : a field named 
Paid contains Yes if an invoice has been settled. 
OLE Object This type of field is used for inserting objects from another Windows applica- 
tion into your table. 
Hyperlink This type of field contains text used as the hyperlink’s address. 
Lookup Creates a field whose value can be selected from data in a field from another 
Wizard table. 
ist — Work with the design proposed by Access, or modify it. 
2nd — To define a field’s properties, click the row which relates to the field, and fill in the lower 
part of the window. 
3rd — Click the row relating to the field you want to use as the primary key, then click @ | ; 
alternatively, let Access decide. 
4th — Save the design of your table by selecting Save command from File menu or click 
on i=] button. Or press Ctrl+S. 
@ The name of a table can be up to 64 characters long. 
Œ A table can have up to 255 fields. A database can contain up to 32768 objects 
(the maximum size of a database is 1 Gigabyte). 
Modifying the Design of a Table 
ist — Display the table in Design view. 
2nd— _ To remove afield, select the corresponding row and press Del, or click =| All the data 


in that field is lost. 
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3rd — To change the autorised data type, select the new 


type in the drop-down list. 


The data in the field has to match the new 


type; straightforward conversions are: 


— From Number, Currency, Date/Time to 
Text, and vice-versa, providing that 
the text data has a format compatible with 
the types Number to Currency or Date/Time. 


— From Number to Currency, and vice-versa 


— From Text to Memo; it is possible to change from Memo to Text, but if the 
memo field contains more than 255 characters, text will be lost. 


You cannot change the type of a field to AutoNumber. If the field was used to establish 


a relationship with another table, then changing the data type cancels the relationship. 


4th — You can change a field’s properties without risk; but when you are reducing the field 


size, make sure that the contents of the field will fit in the new size. 
5th — To insert a field, select the row above the position you have in mind for the new 


field, press Ins or click ze] then define the field’s properties. 


6th — Save the changes you have made. 


‘@ if there is a form associated with the table, remember to make the same changes 


in the form. Ofcourse, if you create new forms and reports based on the table, 
these will take account of the modifications. 


° You can change the design of a table in Datasheet view: it is possible to delete 


columns (fields), to move them, insert new columnns and rename existing ones 
(by double-clicking their headings). 


With the Table Analyzer Wizard, you can split a bulky table (for example, one 
imported from another application) into several tables, so as to exploit its data 
more effectively: Tools - Anaylze. 


Indexing a Table 


Why? The existence of an index speeds up queries, searching and sorting. 


52 Computer in Schools- 7 


How? When you index a field in a table, Access stores the values in the field separately (estabilishing 


a link with the records in the table); when you search the table by this field, Access does not need to 


search through the values of all the fields, but only the list of values in the index: and record corresponding 


to the value is produced instantly. A table’s primary key is automatically indexed by Access. 


Creating a Single-Field Index 
1st — Go into Design view. 


2nd — To create an index based on a single field, click the row relating to the field, then modify 
the value in the Indexed property at the bottom of the window : 
No : The field is not indexed. 


Yes : The field is indexed; duplicate values in the field are acceptable. 
(Duplicates Ok) 


Yes : Thee field is indexed; Access will not accept any value which 
(No Duplicates) already appears in the same field (the primary key field is 
indexed in this way). 


3rd — Save the design of the table. 


Creating a Multiple-Field Index 


1st — Click 4| to display the Indexes window. The indexes already estabilished appear in 


the Indexes window. 
2nd — Give a name for the column in the first column. 


3rd — In the second column, select the first field to be indexed, then indicate the sort order 


and the properties associated with it : 


Primary : if the current index is to be the table’s primary key (only one primary 
key can be created per table). 
Unique : If the values in the field must be unique. 


Ignore Nulls : If the field is likely to remain blank for a large number of records: 
activating this option speeds up use of the index. 


4th — In the following rows, define the other fields that make up the index. An index can be 
composed of up to 10 fields. 


5th — Save your work. 


SSS Ee: ae 
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‘* Creating an index speeds up searching and sorting, but it slows down data entry 
(since each index must be updated every time you enter or modify a record). 


‘& Only certain types of field can be indexed. These are : Text, Number, Currency 
and Date/Time. 


@ The Indexes window can be used to create a single-field index. 


Defining a Multiple-Field Primary Key 
To uniquely identify a record, it may be necessary to take the value of two (or more) fields together. 


ist — Go into Design view. Select the rows relating to the fields which are going to compose 


the primary key (hold down the Ctrl key if the rows are not consecutive). 


2nd — Click cal A key marks each selected row. Save your work. 


Œ You can also use the Indexes window to define the primary key. 


Creating a Template for a Report or a Form 


Access uses this template when you create a report or form without the help of a Wizard (it contains 
the default parameters for, among others, control and section properties). The template used by 


default is called standard, but you can also define your own templates. 


1st — Select Forms/Reports tab under Options submenu of 
Tools menu. 
2nd — In the lower part of the window, give the name of the 


Form Template and/or the Report Template. 


3rd — Click OK. 
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Exporting a Report or Form to Word/Excel 


In the Print Preview of the report or form, open the list 
associated with the Office Links button in the toolbar 
and choose Analyse It with MS Excel or Publish 
It with MS Word to create a .RTF or .XLS document, 


which can be exploited with Word or Excel. 


@ If you are working in a network, and the Outlook application is installed, you 


can send the data to another station in the workgroup. 


Modifying the Format of a Form or Report 


ist — In the Design view of the form or report, EEMZIZ 


Select AutoFormat form Format menu. 


Or click on Jon the Form Design toolbar. 
2nd — Select one of the formats from the list. 


3rd — Click the Options button. The dialog box 


is enlarged, and new options appear. 


|P Eont W Color F Border | 
4th — Deactivate the options which you do not she l 


want to see on your report or form; you can even deactivate all three options to 


apply just the picture associated with the style. Click OK. 


@ The name of the file corresponding to the picture can be seen in the picture 


property on the Format page of the form’s iproperty sheet: to change the 
picture on the form, give the path to the file you require, and specify the 


properties associated with it. 


Picture Type : Indicates whether the object EEMITIEN 
which corresponds to the 
picture is Embedded in the 
form, or whether it is Linked 
to the form. 
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Picture Size : Determines how the picture should adjust to the size of the 
Mode form. 
Picture Alignment:Determines the position of the picture on the form. 


Picture Tiling : Specifies that the picture should be repeated all over the 
form. 


Customizing an AutoFormat 


1st — 


2nd— 


Select AutoFormat under Format menu. Or click on z| on the Form Design toolbar. 


Select the AutoFormat you want to modify, then click the Customize button. 


Choose: 
Create a new to create a new format based on Memme) 
. Garon a i. : x J | 
AutoFormat the active form or report. (E camo mmnmm sre | | 
| © Update Evergreen! mih vakase iorn Pa Fom Tatia) | 
based on... | C Dole Rewer z | 
Update.... to apply properties from the active n —-— ds 
form or report to the AutoFormat 
you have selected. 
Delete... to delete the selected AutoFormat. 


Printing a Table 


1st — 


2nd — 


3rd — 


Display the datasheet corresponding to the rie 2e 


table and, if need be, modify the formatting Name: [HP LaserJet 6P/6MP - Enhanced z] __Brpertos || 
. z n . Status; Ready | 
to fit the presentation you have in mind. Type: HP LaserJet 6P/6MP - Enhanced | 
Where: LPT1 | 


Select Print from File menu. Or press Ctrl+P. 


To print the whole table, check that the option 
All is active. To print only Selected Record(s), 
activate that option. Click OK. 


Cd 


§ 


By default, Access prints the name of the table and the date as a header and the 


page number at the bottom of the page as a footer. 
By using a report, you can define exactly how your printing is presented. 


The | print button starts printing according to the active settings in the Print 


dialog box. 


56 Computer in Schools- 7 
Making use of Print Preview 


Select Print Preview from File menu. Or click on the [A] button. 
The data appear on the screen as they would look on the printed page. When the mouse pointer is in the 


preview page, it takes on the form of a magnifying glass. 


Displays one/two Zoom Closes the Preview 
/multiple pages Control without Printing 


Mictosolt Access -I able1) 


7 u\2-|A-|.4-|lB-\/o- 
-|o F. D a- 


&— Magnifying 


Displays the Last Page 
Displays the Next Page 
Displays the Previous Page 
Displays the First Page 


“ To go to a particular page, double-click the active page number, type the 
number of the page you want, then enter. 


Altering Margins and Page Orientation 
1st — Select Page Setup from File menu. 


2nd — Define the margins in the Margins page. Your printer 
imposes a certain minimum width for the margins. When 
you are printing a datasheet, the Print Headings option 
adds the column headings. 
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3rd — Click the Page tab to select the orientation : 
Portrait : Prints the page vertically. 
Landscape : Prints the page horizontally. 
4th — Click OK. Start printing. fonn J 


Source: Tray 2 (Cassette) 

Printer for Tablet 

@ When you save a report, the options dealing with | © Datak Printer 
printer configuration are saved with it (for Seen | 
a datasheet, however, you need to redefine 
the options each time you print.) 


@ in the Print dialog box, you can click the Setup 
button to alter the margins, and the Properties button to change the 
orientation of the page. 


Exercises 


1. Create a database table and enter data of names addresses and phone numbers of all your 
friends. 


2. Create a Report from the friends table and print it. (Since the width of the report might be large 
you may change the page orientation to landscape.) 
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MS PowerPoint 


To Change the Bullets 


ist — Select the text object or the charac- 
ters concerned. To change the bullet sear, N s tga EEKE? . K 
in front of every paragraph of a i maana 
particular level, open the slide master 


and click the level concerned. 


2nd — Select Bullet from Format menu. 


3rd — If necessary, display the symbols 


available in a different font by select- 


ing the new font in the Bullets from 


| |e |2 [a 2 [0 [afeafoolofofolafe|e|a]e] a] s/s] [e/a] | 
oe oan pcogggggaggagggg 
[+}+lcle]s[e[e]s[ais|e[o[alala[s[=|2|elade[o]e|a]ojojal | 
Boge eGaaundo coded selhs] 
gooooonparenecag 


ggggg 
ponaos BEE SECS - acocacanag 
teh teleels lo sof ecto 


list. 


Click the Symbol to use. When you 


click a symbol, PowerPoint magni- 


fies it. 


4th — If necessary, change the colour and size of the bullet. The size is expressed as a 


percentage of the text. Click OK. 


5th — Click outside of the textbox to see ee 
Osa ar Gere: €@ BGO sHQ.xm - | 
the result. Tanes how Roman ‘NM - BsOR eee Ac & 


q 
“yy GALGOTIA BOOKSOURCE 
4, 


60 


Computer in Schools- 7 


Hide/Display Bullets 


1st — 


2nd — 


Select the text object or the charac- Le -T 


pa e ere i 1 sgos °@ 
l TERE sear 
ters concerned. To hide or display the mem es aroa eR ETAL te M 


bullet in front of every paragraph of a 


particular level, open the slide master : P 2 GALGOTIA BOOKSOURCE 
4. 


and click the level concerned. 


ndan Publisher of 


Click #=|. The same button hides 


the bullets and displays them. 


*& You can also use the command Format-Bullet and activate (or deactivate) the 


Use a bullet option. 


Applying a Customized Background 


1st — 


2nd — 


3rd — 
our. 


4th — 


If you do not want to modify the background of all the slides, Background 


«=e 


select the slides concerned. 
Click on Background from Format menu. 


Open the Background Fill list. Choose the background col- 


Click Apply or Apply to all. 


To Hide Background Graphics 


It is possible to hide the template’s graphics components for selected slides in the presentation. 


1st — 
2nd — 
3rd — 


4th — 


Unless you want to hide the background graphics on all files, select the files concerned. 
Select Background from Format menu. 
Activate Omit background graphics from master. 


Click Apply or Apply to All. 
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Animation Effects 

PowerPoint provides a collection of ready-made audio-visual effects which can be applied to slide items. 
Titles and body text 

Ist — Activate the slide you want to animate. 


2nd — Without selecting an item, click one of these buttons to apply the following effects : 
Animate Title 


The title appears to fall in from above the slide. 


Animate Slide Text 


The body text appears in stages. 


Any Slide Object 
1st — Click the object to animate. 
2nd — Use these buttons to create the following effects : 


F| Drive-In-Effect 


The object “drives” in from the right accompanied 


by the noise of a car. 


| Flying Effect 


The object flies in from the left with a whooshing 


sound. 
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{| Camera Effect 


The object appears as though seen through a 
camera shutter accompanied by the sound of a 


photograph being taken. 


tl Flash Once 


You see a flash of the object. 


The following animations can be applied to any item of text : 


zB Laser Text Effect 


The text flies in letter by letter from the top right of 


the window. 


2) Typewriter Text Effect 


The text appears letter by letter accompanied by 


the noise of a typewriter. 


we| Reverse Text Order Effect 


The text appears from the bottom up. This option 


is not available for titles. 


W] Drop-In-Effect 


The text appears to drop in, word by word, from 


above the screen. 
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When an animation is applied to an item, its place in the order 
of the slide’s animations is indicated in the Animation order list 


on the Animation Effects toolbar. 


In Slide Sorter view, a slide which includes animations RMMRAUIAadsiss fEtfects] 


is marked with the icon := 93. 


To Create a Custom animation Effect 


1s panes i Z Miciosolt PowerPoint - [Curtdm Animation fleet] 
t Select the object concerned. Tae t i me rma ia apse wim 1 


[peuar mas Bimm 
ond— Select Custom Animation under Imeem — <2." kewer 
Slide Show menu. Or click @§| it 


on the Animation Effects toolbar. 


3rd — Activate the Effects tab. 


4th — In the first list under Entry animation 
and sound, select the effect you want. 


5th — In the second list, select a sound to 
accompany the animation. Click the 
Preview button to check the result. 


6th — If necessary, select another item in the 
Animation order list and customize 
the effect applied to it. Click OK. 
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To Remove an Animation 
1st — Select the item concerned, 


2nd— Click on Preset Animation from 


the Slide Show pull down menu. 
Take the Off option. 


To Insert a WordArt Object 


WordArt applies special typographic effects to a text: 


ist — Display the slide concerned in Slide 


view or in Notes Page view. 


2nd — Click on WordArt under Picture 


submenu of Insert menu. 


WordArt Gallery box will appear on 
the screen. Each effect in the gallery 
has its own formatting: font, font size, 
colour, orientation... All these 


elements can be redefined. 


3rd — Double-click the effect to apply. 


4th — In the dialog box which appears, 
enter the text to which you want to 
apply the effect. If necessary, change 
the font and size of the characters and 


activate or deactivate the attributes 


bold and italic. 


5th — Click OK to confirm. 
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6th — The WordArt object appears in the 
slide surrounded by selection handles. 
A toolbar specific to WordArt is dis 
played. If necessary, move the object 


to a different position on the slide. 


Insert Format WordArt Vertical WordArt 


WordArt WordArt 


| Edit Text... 


WordArt WordArt Free Same Letter 
Edit Text Gallery Rotate Height 


To Modify a WordArt Object 


Choose another Effect from the Gallery 


1st — Select the WordArt object. 

2nd — Click the Cg} tool on the WordArt toolbar. 
3rd — Choose the new effect to apply. 

4th — Click OK to confirm. 

Changing the Text 

1st — Select the WordArt object. Click the Edit Text... 


Edit Text button on the WordArt toolbar. 


2nd — Edit the text. Click OK to confirm. 


@ To edit the text, you can also double- 
click the WordArt object or use the 


command Edit-Text. 


Shape Text Alignment 


WordAst Gallery 


Salgolia Boa source 


Character 
Spacing 


Select 2 WordArt style 


Warde 


i 


owas pejora sn 
i 


WG dart fi 


Pa 
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Change the Colours 

ist — Select the WordArt object. To change the colour of the 
characters click the dy | tool on the WordArt toolbar. 

2nd — Activate the Colours and Lines tab, if it is not already active. 

3rd — Choose color from the Color lists under Fill and Line. 


Press Enter. 


Settings 


Shadow 


kA 


If the WordArt effect includes a shadow, you | 


can change the shadow’s colour by means | 


of the ® - list on the Shadow Settings 
toolbar. 


Œ = The tool is the equivalent of the Format-WordArt command. 


Apply a Different WordArt Shape 


1st— Select the WordArt object. Click the | button on 


A | Edt Text... [CA far © | af 
the WordArt toolbar. 


2nd — PowerPoint’s “What's This” help utility calls the various WordArt 


shapes “text envelopes”. Click the shape you want for the text. 


Rotate the object 


1st— Select the WordArt object. Click the @ | 
tool on the WordArt toolbar. The usual 
handles are replaced by four little circles. 


2nd — Point to one of the circles. Mouse pointer 


changes shape, it resembles the symbol 


on the Free Rotate tool button. Drag the da round in the appropriate direction. 


3rd — When you have finished, click the | button again to restore the usual selection handles. 


@ The @| tool is the equivalent of the command Format WordArt, Size tab 
Rotate text box. 
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Equalize the Height of the Characters 
ist — Select the WordArt object. 


2nd— Click the ‘Ka tool on the WordArt toolbar. Immedi- 


ately, the height of the characters is adjusted. 


@ To restore the character’s original height, click the xa tool again. 


Present the Text Vertically 


1st — Select the WordArt object. 
2nd — Click the r| tool on the WordArt toolbar. Immedi- 


ately, the characters appear one underneath the 


other. 


@ To restore horizontal presentation, click 
the | tool again. 


Adjust the Alignment 


1st — Select the WordArt object. 
2nd— Click the =| tool on the WordArt toolbar. 
3rd — Click the button that corresponds to the alignment that you want to apply : 


Æ| Left align Aligns the text in the WordArt object on the left. 
Æ| Center Centers the text in the WordArt object. 


| Right Align Aligns the text in the WordArt object on the right: the left edge 
remains uneven. 


E Word Justify Evens out both the right and left edges of the text in the object, 
by adjusting the space between the words. 


E| Letter Justify Evens out both the right and left edges of the text in the object, by 
adjusting the space between the individual letters and the words. 
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ZE] Stretch JustifyEvens out both the right and left edges of the text in the object, 


by adjusting the width of the letters: the spacing between the 
letters and the words remains unchanged. 


Change the Space of the Characters 


1st — 


2nd — 


3rd — 


Select the WordArt object. 
Click the Æ | tool on the WordArt toolbar. 


Click the spacing to apply; otherwise enter a 


percentage in the Custom box then click Enter. 


Drawing Freehand 


1st — 


2nd — 


3rd — 


Display the slide concerned in Slide view or in 


Notes Page view. 


Open the AutoShapes list and point to Lines. 


fej Action Buttons >f 
moshes NSO M4 2- 


Click the button that corresponds to what you want to 


gyng 
draw: |] ow [Te & | 


| Curve Tool To draw a succession of curved segments. 

Freeform Tool To draw a freeform, including both curved and straight segments. 

4 Scribble Tool To draw as if you were drawing with a pencil (PowerPoint calls 
this type of drawing a scribble). 


Drag to draw : 


For a Curve, click to create each segment (the 


mouse pointer appears as a + black cross). 
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For a Freeform click to create straight segments 
and drag to create curved ones: while you are 


dragging, the pointer appears as a pen. 


For a Scribble, drag to draw whatever you want to ae ma man Pe n n a ices rae 


(the mouse pointer appears as a pen). 


To finish a Curve or a Freeform, double-click the 
end of the line (for a shape which is not closed) or 


click the departure point of your drawing to close 


the shape (this applies a fill colour). To finish a 


Scribble, release the mouse button. 


Modifying a Freehand Drawing 


To modify drawings created with the E 6| and a tools, work with their points. 


ist — Select the drawing to modify. 
2nd — Open the Draw list on the Drawing toolbar. 
3rd — Click the Edit Points option. A point appears at 


each of the form’s summits. E EEES 


4th — Make the changes that you want to make: 
— Drag a point to move it. 


— To delete a point, hold down Ctrl+shift as 
you Click it. 


— To add a point, hold down Ctrl as you click 
the line. 


5th — To leave Edit Points mode, click outside the drawing. 
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To Fill an Object 


Fill an Object with a Texture 


Ist — 


2nd — 


3rd — 


4th — 


5th — 


Select the object. 


Open the |_| list on the Drawing toolbar. 


Take the Fill Effects option. 


Activate the Texture tab. Select the texture to apply. 


PowerPoint displays the name of the texture and a sample. 


Click OK to confirm your choice. 


Fill an Object with a Gradient 


1st — 


2nd — 


3rd — 


Select the object. 


Open the 2l list on the Drawing toolbar. 
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Take the Fill Effects option and check that the dialog box opens at the Gradient page 


Under Colours, choose : 


One Colour : 


Two Colour : 


To fill the object with a gradient of shades of 
the same colour: select the colour from the 
Colour 1 list and use the Dark/Light slider 


to adjust the shades involved. 


To create a gradient where the first colour 
changes gradually into the second colour: 
select the colours from the Colour 1 and 
Colour 2 lists (the lists are not sorted in 


alphabetical order). 
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Preset i To fill the object with one of a collection of 
ready-made effects: choose the gradient 
from the Preset colour list (the list is not 


sorted in alphabetical order). 


4th — Under Shading styles, choose how to use the gradient: the Variants give you an idea 


of the final effect. Click the variant that you prefer. Click OK. 


Fill an Object with a Pattern 


1st — Select the object. Open the 2| list on the Drawing toolbar. 
2nd — Take the Fill Effects option and activate the Pattern tab. 
3rd — Select the pattern to apply. PowerPoint displays the name of 


the pattern and a sample. 


4th — If necessary, change the Foreground and Background colours. 
Click OK. 


Use a Picture to Fill an Object 
1st — Select the object concerned. Open the 2l- list on the Drawing toolbar. 


2nd — Take the Fill Effect option and activate the Picture tab. 


3rd — Click the Select Picture button. Open the drive and the folder 
where the picture is stored and double-click the icon repre- 
senting the file concerned. PowerPoint displays the picture, 


its name and a scaled-down sample. Click OK to enter. 


To make the Fill Semitransparent 


1st — Select the object concerned. Click on Colours and Lines from 


retires | mm} sem | nee | nent 
partes ai 


Format menu. 


2nd— Activate the Semitransparent option. Click OK. 


'@& ifthe objectis filled with a pattern, a gradient, a texture or 
a picture, the Semitransparent option is not available. 
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To Remove a Fill 


1st — Select the object concerned. 
2nd— Open the 2|- list on the Drawing toolbar. 
3rd — Take the No Fill option. 


To Create a Text Box 


ist — Display the slide concerned. Activate either Slide 


view or Notes Page view. 


2nd — Select Text Box from Insert menu. Or click on 


button on the Drawing toolbar. When the mouse 


pointer is in the workspace, it takes the shape of | a thin black arrow, pointing down. 


3rd — If you can estimate how wide the text box needs to be, drag to outline it. The width of the 
text box is important, the hight is not. If you cannot estimate the width, click the point on 


the slide where you want to start typing. An insertion point appears on a hatched frame. 


4th — Enter the text. If the size of the object created does 


not suit you, drag to resize it or use the options in 


Format-Text Box, Size tab. 


i Galgotia Booksource | 


Present Text in a Shape other than Rectangle 
There are two ways to fit text inside a different shape: 


Create a Shape Specially for the Text 


ist — Draw the shape. 
2nd — Before deselecting the shape, enter the text. 
3rd — Manage this new text object in the same way as 


any other text object. 
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Change the Shape of an Existing Text Object 


1st — 


2nd — 


To change the shape of a text box to any AutoShape, select the text box. By default, 
text objects are rectangular in shape. 


Click Draw on the Drawing toolbar. Point to 
Change AautoShape, point to a category and 


then click the shape you want. 


Position Text inside a Shape 


1st — 


2nd — 


3rd — 


4th — 


Click the text. 


Colors cures | So | Postion | ars TextBox | 
y za E 
Select Colors and Lines under Format menu. A 


Activate the Text Box tab. a e—a pers 


pe 4 
pe 3 


Word wrap mt in autoshaps 
Open the Text anchor point list and choose the point T sm asomenottine 


TH Rotaty tant within sutcshape by 50° 


in the shape to which to anchor the text. 


In the four boxes under Internal margin, enter the 
shape to leave between the edges of the shape and 


the text inside it. Use the active unit of measurement. Click OK. 


@ Adjusting the alignment of the paragraphs of text also affects their disposition 
across the width of the shape. 
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Exercises 


i; Create a slide 


a) Apply background to the slide. 

b) Type your subject's name and their teachers at different levels. 

c) Apply bullets, colours for all levels. (Teachers and subjects name etc.) 
d) Apply different animation effects to text. 

e) Select sounds to accompany the animation. 

f) Try to run slide show. 


2. . Type your name. Select from WordArt Gallery and see their effects. 


3. Try to draw different shapes, pictures etc. with curve, freeform and scribble tools. 


MultiMedia 


Multimedia 


Multimedia, is presentation of information using the combination 
of text, sound, pictures, animation, and video. Common multi- 
media computer applications include games, learning software, and 


reference materials. 


Multimedia applications are computer programs; typically 
they are stored on compact discs (CD-ROMs). They may 
also reside on the World Wide Web, which is the media-rich 


component of the international communication network known as 


the Internet. Multimedia applications usually require more 


computer memory and processing power than the same information represented by text alone. 
Multimedia Applications 


Multimedia has had an enormous impact on education. 
For example, medical schools use multimedia-simulated 
operations that enable prospective surgeons to perform 


operations on a computer-generated “virtual” patient. 


Similarly, students in engineering schools use interactive 
multimedia presentations of circuit design to learn the 
basics of electronics and to immediately implement, test, and 


manipulate the circuits they design on the computer. 
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Even in elementary schools, students use simple yet powerful 
multimedia authoring tools to create multimedia presentations that 
enhance reports and essays. 


Multimedia is also used in commercial 
applications. For instance, some amusement 
arcades offer multimedia games that allow 
players to race cars or battle each other from 


the cockpits of make-believe giant robots. 


Property agents use multimedia presentations to give clients tours of houses that 
are available for renting or purchase. Mail order businesses provide multimedia catalogues that 


allow prospective buyers to browse virtual showrooms. 


A Typical Website using Virtual Imagery of Houses 


MultiMedia 


Compact Disc (CD), a small plastic disc used for the storage 
of digital data. The disc is covered with a transparent coating 
so that it can be read by a laser beam. Since nothing touches 
the encoded portion, the CD is not worn out by the playing 
process. Other CD formats include CD-ROM (Compact Disc 
Read Only Memory), a form of CD that is read (but not written 


to) by computer using a CD-ROM Drive and that can contain 


computer programs and digitized text, sound, photographs, and video; CD-R (Compact 
Disc-Recordable) and CD-RW (Compact Disc-ReWritable), which can be written to one 


time and multiple times, respectively. Interactive CDs can store video, audio, and data. 


Other optical disk formats include digital 
(or video) discs and videodiscs. A Digital Versatile Disk 
(DVD) holds far more information than a CD. DVD players 
are backward compatible to existing technologies, so they 
can also play a CD (or CD-ROM), but a CD player 


cannot be used with a DVD (or DVD-ROM). 


Electronic game devices or computer programs 
provides entertainment by challenging a person’s 
eye-hand coordination or mental abilities. 
Made possible by the development of the 
microprocessor electronic games are marketed 
in various formats, such as hand-held one-player 
models, cartridges or compact discs that are 
inserted in modules attached to television sets, 
computer programs run on personal or network 
computers, and freestanding arcade versions. 
Most of their appeal comes from the computer 
program that synchronizes flashing lights and a 
variety of sounds with the movie like animated 


action portrayed on a graphic display. 


versatile 


Video Camera Digital Camera 


Joy Stick 
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As the technology has advanced from 
8-bit to faster 6-bit to still faster 64-bit 
microprocessors with greater graphic 
and sound capabilities, the programming 
has kept pace. For examaple, the newest 
games have so many levels and twists 
that they may take more than 100 hours 
to complete, and the graphic Capabilities 
allow the game player to alter the visual 
perspective from narrow to panoramic. 
The games may be contested among 
several players, or an individual may 


engage in a test of skill against 
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the computer. Game subjects include sports (e.g. baseball and football); action warfare, often 


space-oriented, adventure, and role-playing; casino gambling (e.g., as roulette, poker, and simulated 


slot machines); and such classics as contract bridge, chess, and backgammon. 


internet 


Keeping Track of Favourite Sites 


If you come across a Web page that you think you'll want to revisit, you can add that page 
to your list of favourites. 


Here’s how 


1st — While visiting a page that you’d like to add to your favourites, choose Add To Favorites 


from Favorites menubar of Internet Explorer's menu bar. 


2nd — The dialog box shown appears. To keep 
things simple, choose the first option, 


No, just add the page to my favorites. 


3rd — Click the OK button. 


That's it! To revisit the site in the future, you can just select it from your list of favourites. Here’s how 


1st — Open Internet Explorer in the usual manner (if 


J Untitled - Microsoft Internet Explorer 
o, aar nn eo SS, ER 
it isn’t already open). 


2nd — Click Favourites in Internet explorer’s menu 


bar to open the Favorites menu. 


3rd — The bottom of the menu will contain a list of 


pages you've added to your favourites, as in the 


example below. To revisit a site, just click that 


sites name in the menu. 


Organizing Your Favourite 


As your collection of favourite sites grows, you might want to organize them into categories. 
For example, you might have a category for favourite search engines, another for favoured download 
spots, another for favourite shopping sites, and so forth. To do so, you create a folder for each 


category within the Favorite menu. 
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Here’s how 


i From Internet Explorer's menu bar, choose Organize Favorites under 
Favorites menubar. 


2nd — The Organize Favorites dialog box appears. 
To create a new folder, click the Create New 
Folder button in the toolbar (shown below 
near the mouse pointer). A folder named 


New Folder appears in the list. 
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3rd — Type a new name, of your own choosing, for 
the folder. Then press Enter. 


‘@ To change the name of a folder after it's 


been saved, right-click the folder you want to rename, choose Rename 
from the menu that appears, type the new name, and then press Enter. 
This approach lets you rename any folder or file on your entire PC. 


You can repeat steps 2 and 3 to create as many folders as you like. 


Introducing Outlook Express 


Microsoft Outlook Express puts the world of online 
communication on your desktop. Whether you want to 
exchange e-mail with colleagues and friends or join news- 


groups to trade ideas and information, the tools are here. 


Manage Multiple Mail and News Accounts 


If you have several mail or news accounts, you can use them [= 
all from one window. You can also create multiple users, or iden- 
tities, for the same computer. Each identity gets its own mail 
folders and Address Book. The ability to create multiple 


accounts and identities makes it easy for you to keep work sepa- 


rate from personal mail and also between individual users. 
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What you Need for E-Mail 


To do e-mail, you need some kind of e-mail program. There are many available, including Microsoft 
Outlook Express, Microsoft Outlook, Netscape Mail, and Eudora. In this book we'll focus on 


Outlook Express because it comes with Windows, and therefore | can assume you already own it. 


lf you don't have Outlook Express on your PC, most likely it has never been installed. In that case, 
you can install it using the Windows Setup tab of Add/Remove Programs in the Windows 
Control Panel. You can also download a copy from http://www. microsoft.com/msdowload 
or http://www. microsoft.com/ie40.htm. 


You will also need the following information from your Internet Service Provider: 
— Email address used by people sending you mail. ~ 

— Your incoming (POP, POPS, or IMAP) mail server. 

— Your outgoing (SMTP) mail server. 

— Your e-mail username. 


— Your e-mail password. 


@ Free E-Mail: In this chapter I'm assuming that you've signed up with an ISP that 
offers e-mail. If your Internet account doesn’t provide e-mail, you can pick up a free 
account at http://www.hotmail.com or http://www.yahoo.com. However, the instructions 
presented in this chapter might not apply to those accounts. See the instructions at 
those Web sites for information on obtaining and using your free e-mail account. 


Sending E-mail Messages 
Composing (writing) an e-mail message and sending it to someone is a simple procedure. 
Here are the steps 


1st — Choose New Message from Compose 
under the Outlook Express menu bar or 


just click the Compose Message button 


in the toolbar. RA : A 


@ The Compose Message button in the toolbar is disabled (dimmed) unless 
you click the Inbox, Outbox, or some other folder name in the left column 
of the Outlook Express Window. 
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2nd — 


3rd — 


4th — 


5th — 
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In the New Message dialog box that appears, type 


the recipient's e-mail address next to To:. For 


example, in figure, I've addressed the e-mail 


to galgotia.com account. 


Click the Subject option and type in a brief 
description of the message you're sending. 
This description will appear in the recipient's e-mail program. In the Spee 
figure, I’ve typed the description “Just Testing’. 

Click the large white area and then type your e-mail message. You may also 


want to type your return e-mail address, as lve done in figure. 


When you've finished composing your message, click the EEA Send button 
near the upper left corner of the New Message dialog box. 


You will be returned to Outlook Express. Most likely, your computer will connect to the Internet 


and send the message immediately. You'll have to wait for it to make the connection and send 


the message. But if your message isn’t sent right away, don’t worry about it. You can opt to 


have Outlook Express hold onto your outgoing messages by selecting File > Send Later. 


To Insert a File in a Message 


1st — 


2nd — 


3rd — 


Click anywhere in the message window. 


On the Insert menu, click File Attachment, 


and then find the file you want to attach. 


Select the file, and then click Attach. 


The file is listed in the Attach box in the 
message header. Now you can send it by 


clicking on Send button. 


“You can also add a text (*.txt) file into the body of your mail message by 
clicking the Insert menu and then clicking Text from File. 
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To Insert a Picture in a Message 
1st — In the message, click where you want the image to appear. 


2nd — On the Insert menu, click Picture, and then 
click Browse to find the image file. Click on 


Open button after selecting the picture. 


3rd — Enter Layout and Spacing information for 


the image file as needed and click on OK. 


‘& if you cannot select the Picture command, 


make sure HTML formatting is turned on by clicking the Format menu in the 
message window and then clicking Rich Text (HTML). A black dot appears 
by the command when it is selected. 


@ if message recipients are not able to view your inserted images, click the 


Tools menu, and then click Options. Click the Send tab, click HTML Settings, 
and then make sure that Send pictures with messages is selected. Then 
resend your message. 


‘To insert a background picture in your message, in the message window, click 
the Format menu, point to Background, and then click Picture. Click the Browse 
button to search for the file you want to use. 


E-Mail Etiquette 


Netiquette (network etiquette) is sort of an unofficial set of rules that define what is, and isn’t, 


polite to do on the Internet. 


There are a few rules of netiquette that apply to e-mail, as summarized below 


— When creating an e-mail message, don’t leave the Subject line blank. Outlook Express 
will allow you to do it, but recipients often find the practice irritating. 
— Never use all uppercase letters to type a message. IT LOOKS LIKE YOU'RE SHOUTING. 


— If you can’t spell worth beans, spell-check your message before clicking the Send button. 
If you have Microsoft Word on your PC, you can use its spell-checker. Just choose 
Tools > Spelling from the Outlook Express menu bar. Otherwise, use a dictionary. 

— Never, ever send out Spam (junk mail that the recipient didn’t request). You'll surely 
get flamed (get a whole lot of nasty messages in reply). 
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Unfortunately, not everyone goes with the last item. So you're likely to get jung man In yaur own 


e-mail inbox from time to time. If you really hate junk mail and would like to join the crusade to end 


spamming, check out some of the anti-spamming sites on the World Wide Web. Use Internet 
r anti-Spam. 


Explorer and your favourite search engine to locate pages dealing with Spam O 
Sending to Multiple Recipients 


You're not limited to sending your message to a 
single recipient. You can use the cc: (Carbon Copy) 


box to list e-mail addresses of persons you'd like to 


send a copy of the message to. If you don’t EES s 
want the person who is getting the copy to see all 
the other recipients’ addresses, use the bec (Blind Carbon Copy) box instead. If you want to put 


multiple e-mail addresses on any one line, just seperate the address with a comma (,) or semicolon (;). 
Reading Your E-mail Messages 


Any e-mail messages that are sent to you initially are stored on your ISP's e-mail server. To 
read your messages, you first need to get them off that server and onto your own PC. Initially, 


all new messages will appear in your inbox folder in Outlook Express. 
Here’s how to get your message off the server and into your inbox 
1st — If you’ve closed Outlook Express, re-open it. 


2nd — Click the Send And Receive button on the Outlook Express toolbar or choose 


Tools - Download All from the Outlook Express menu bar. 


3rd — A large dialog box will appear, keeping you informed of the download progress. When that 


dialog box disappears, any new messages you've received will be stored in your Inbox. 


To view your messages, click the Inbox folder in 
the left column of the Outlook Express window, as 
in figure. The column on the right then splits into 


two panes. The top pane is the message list, which 


mm Account 


lists the sender and subject of every message in ree 
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your inbox. Message lines shown in boldface are 
messages you've never read. The rest are messages that you've already read, but left 
in your inbox. To read a specific message, click it in the top pane. The bottom pane 
shows the actual content of that message. For example, in figure, I've already clicked 
Inbox in the left pane. The body of that message appears in the lower pane. 
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Who Am I, Parts of a Computer, The Computer and its Uses-- See a computer, 


The Keyboard, The Mouse, How Know the uses of computer, Check Yourself. 
to Start Windows, Welcome to Parts of a Computer -- Parts of computer and 
PaintBrush, Drawing Tools, their uses. Handling a Computer -- Care of 


Graphics with PaintBrush. your computer, Using the Mouse - Holding the 

mouse, Clicking, Right, Double clicking, 

=< Dragging. Sitting position, Learn to switch ON 
and OFF the computer, Check Yourself. Paint - 
- Loading of Paint application, Opening and 

j Saving a file, Uses of the drawing tools, Check _ 

Yourself. Logo-- Starting Logo, Some basic 
commands, Check Yourself. 
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Windows Operations -- Background settings To 
set Password & Screen Savers, Change the 
appearance of Windows and Dialog boxes, 


Windows Explorer, Word 97, 
Excel 97, Power Point, 97, 


Associating Sounds with Events, Change Date, Ni > — 

Managing Task bar and Icons. Word -- Entering and —— =: 

Editing Text, Formatting Justification, Bullets and rs | ; 

Numbering, Drop Cap, Clip Art. PC Logo -- Leave, Work area, Save, Close, & Open file, : i 

Commands, Draw Shapes, More in Maths, Check Formatting, Shadow, Design Template, Slide - ( 
| Yourself. Internet -- What is Internet? What you Colors, Number, Clip Art, Transitions, Slide Ae 


| need to Connect?, Getting Online and Offline. Show, Delete Slide, Exercise. Multi Media - CD 
& Media Player, Sound Recorder, Internet- 
Browsing-Browser, Sites, History Explorer Bar, 
End of Browsing Session. i 


